	OREGON MILITARY DEPARTMENT


	NUMBER:  AGC-248.011


	FINANCIAL ADMINISTRATION DIVISION


	EFFECTIVE DATE:  03 Oct 05

	SUBJECT:  Petty Cash Funds



1.
APPLICABILITY:  This policy applies to all Oregon Military Department (OMD) employees and individuals utilizing petty cash funds.

2.
AUTHORITY/REFERENCE:  ORS 705.55










OAM 10.20.00.PR
3.
ATTACHMENT:
No 1 OMD-AGC Petty Cash Journal 


No.2 Receipt For Petty Cash Fund
4.
PURPOSE:  To provide policies and procedures for utilizing petty cash funds.

5.
POLICY:
a.
Petty Cash Funds are intended to provide cash for incidental and emergency needs which occur in carrying out the department's programs.  The Director of Financial Administration will determine whether an office should have a petty cash fund and the appropriate dollar amount.

b.
Petty Cash Funds are maintained on an imprest basis, meaning the fund will be replenished for the exact amount of expenditures made from the fund.  The fund must be replenished as required to maintain cash at the authorized level and should be large enough to allow reimbursement at monthly intervals.  The fund must be replenished at least quarterly, and annually on June 30th.  The Director of Financial Administration or designate will review the activity level of each fund at least once each biennium and initiate action to adjust the amount of the fund as deemed appropriate.

c. Petty cash must be stored in a locked box within a safe or locked filing cabinet and not be commingled with other office or employee cash (office change funds, coffee funds, charitable drive moneys, etc.)  The fund will not be used to make change, loaned to staff for personal use, nor be used to cash personal checks.  A custodian must be designated to be responsible for maintaining the fund and must not be authorized to approve petty cash payments nor to authorize replenishment of the fund.

d.
The Petty Cash Fund Custodian is responsible for the integrity of the fund and his/her discharge of that responsibility is to be reviewed at least once each fiscal year.  For Petty Cash Funds, this consists of surprise counts by independent employees.  The designation of specific responsibility for custody of Petty Cash Funds is vitally important, and should be done through delegations of authority, position descriptions, or similar written documents.

e. For claims to be reimbursed, there must be a valid receipt for the purchase, and an AGC form 101 signed by:

· The claimants supervisor or,

· Another executive or management service employee or,

· An employee with delegated invoice approval authority.

f. The person approving the petty cash payment must not be the petty cash custodian responsible for maintaining and replenishing the fund.  Employees may not authorize their own reimbursement.  Each payment from petty cash must be recorded in the journal at the time payment is made.

6. PROCEDURE:
	ESTABLISHING PETTY CASH FUND:

	 MACROBUTTON Requesting Manager or Supervisor
	1.  
	Submits request to establish Petty Cash Fund to AGC Director of Financial Administration identifying:

A. Proposed fund location.

B. Name, address, and work phone of the person designated as the Petty Cash Custodian.

C. Name, address, and work phone of the Petty Cash Custodian’s supervisor.

D. Amount of anticipated monthly expenditures.

E. Amount of money requested.



	Director of Financial Administration
	2. 
	Approves or denies request.  If disapproved, notifies requesting Supervisor and / or Controller.



	Controller
	3. 
	If approved, gives request to Disbursements Clerk.  



	Disbursement Clerk
	4. 
	Sends check to custodian with copy of this policy, Petty Cash Journal and Receipt for Petty Cash (Attachments 1 and 2).



	Petty Cash Custodian
	5. 
	Reads OMD Policy AGC-248.011 Completes, signs and returns Receipt for Petty Cash to AGC Controller, assuming responsibility for the fund.



	
	6. 
	Records check amount in columns 6 and 8, and date in column 1, of the Petty Cash Journal.  Cashes check; stores cash in locked box; retains key.



	PAYING PETTY CASH CLAIMS:

	Employee
	7. 
	Makes purchases as authorized.   

(The Custodian may advance to an employee the estimated amount of the purchase on the date of purchase.  A signed note for the advance must be obtained from the employee and retained in the Petty Cash Box until the advance is returned or applied to a purchase.)



	Employee Authorized to Approve Petty Cash Claims
	8. 
	Reviews and signs AGC Form 101 to approve expenditure 



	Employee
	9. 
	Gives Petty Cash Custodian required documentation.



	Petty Cash Custodian
	10. 
	Retrieves petty cash box from safe or locked filing cabinet and reimburses employee for expenditure. 



	
	11. 
	Enters transaction, in ink, in Petty Cash Journal.  Attaches original copy of AGC Form 101 to merchandise receipt or travel expense claim and files in Petty Cash box.  Returns petty cash box to safe or locked filing cabinet.



	Petty Cash Custodian/ Supervisor
	12. 
	Reconciles the Petty Cash Journal.  Fund reimbursement must occur at least once each calendar quarter, and on June 30th of each year. 



	
	13. 
	When reimbursement is needed, enters date of claim for reimbursement and total to be reimbursed on the applicable lines of the Petty Cash Journal.  Signs, obtains supervisor's signature, and forwards with supporting receipts, AGC 101 forms and travel claims for reimbursement.



	Disbursements Clerk
	14. 
	Audits Petty Cash Journal, insuring expenses are properly authorized, accurately coded and charged to appropriate programs.  Generates warrant in SFMA.



	
	15. 
	Mails check to Petty Cash Custodian to replenish fund.



	Petty Cash Custodian
	16. 
	Cashes check, enters check amount in column 6, and date of reimbursement in column 1, of the Petty Cash Journal.



	Controller
	17. 
	Conducts surprise audit of petty cash fund.  Counts actual cash and compares balance to petty cash records.  



	
	18. 
	Reviews activity level of each petty cash fund at least once each biennium.  Initiates action to adjust the amount of the fund as deemed appropriate.



	CHANGING FUND CUSTODIAN:

	Original Petty Cash Custodian or Supervisor
	19. 
	Completes a Petty Cash Journal Reconciliation as of effective date of responsibility transfer.   



	
	20. 
	Signs completed Reconciliation and forwards to Supervisor or Controller.  If the fund also needs to be replenished, enters the total to be reimbursed on appropriate line of the Petty Cash Journal.  Forwards supporting receipts, travel claims and petty cash vouchers.




         //s//

KARL D. JORGENSON

Director of Financial Administration
Oregon Military Department
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